State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Materials and Stores Specialist 2510-1506-006 50046181 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

VACANT O&M/San Joaquin Field Division/Administration

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
12

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Johnnie Gomez Administrative Officer II

APPROVED BY (Personnel Analyst's Name) DATE

Donna Aguilar 6/26/13
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision and direction of the Administrative Officer Il, Materials & Stores Specialist
performs warehousing duties for the Business Service Unit. Must use good judgment and carry out
all work assignments in a safe, economical and efficient manner and be knowledgeable of all
warehouse functions. Can act as leadperson over other warehouse staff and can be responsible
for assigning specific tasks to employees in three point-of-use warehouses ensuring that
operational needs are met.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, maintain regular,
consistent, predictable attendance, and exercise good judgment.

60% In charge of the receipt, storage, issuance, shipping, and establishment of stock levels of materials,
complex technical supplies, memorandum and spare parts and bulk construction materials;
maintenance on the inventory records for items in the warehouse;performs data entry of specific
Goods Movements into SAP. Evaluates and makes recommendations of the storage capabilities of
all supplies; performs daily housekeeping chores;maintain a neat and safe work environment;
coordinates with supervisors in other branches to insure adequate minimum/maximum levels.
Must deal effectively and have the ability to work cooperatively with others.

25% Responsible for accurate record keeping and inventory control on all materials. Assists in
inventory and inspections pertaining to the warehouse section.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Johnnie Gomez >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Materials and Stores Specialist 2510-1506-006 50046181 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
VACANT O&M/San Joaquin Field Division/Administration
Pe_rl_?ﬁlrg of Activity
OTHER RESPONSIBLITIES
10% In charge of stocked memorandum spare parts and spare parts stored at an off-site warehouse. In
support of the Planner Scheduler and benchmarking function in the field division, will schedule and
make deliveries to all plants and facilities.
5% Operates material handling equipment including forklifts to perform the necessary movement of

materials and supplies, and schedules maintenance and repairs to warehouse equipment, i.e.,
forklift, stake bed truck, etc. Rotates within three warehouses as needed to facilitate needs during
absences and peak work loads. Will be expected to operate electronic data processor, making
appropriate entries when assigned. Backup coverage for purchasing of materials and supplies in
exceptional situations. This may require to drive a vehicle on public roadways.

SPECIAL REQUIREMENTS

Strength to move up to 60 pounds; ability to bend, stoop, reach, climb stairs and ladders; ability to
operate a forklift; ability and stamina for manual labor; must be able to operate computers. Must
have a valid California Driver's license as travel will be required.

Overtime may be required, based on work needs.
Must be able to operate computers and learn/know appropriate programs.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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	activity: 
POSITION SUMMARY

Under supervision and  direction of the Administrative Officer II, Materials & Stores Specialist performs warehousing duties for the Business Service Unit.  Must use good judgment and carry out all work assignments in a safe, economical and efficient manner and be knowledgeable of all warehouse functions.  Can act as leadperson over  other warehouse staff and can be responsible for assigning specific tasks to employees in three point-of-use warehouses ensuring that operational needs are met.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.

In charge of the receipt, storage, issuance, shipping, and establishment of stock levels of materials, complex technical supplies, memorandum and spare parts and bulk construction materials; maintenance on the inventory records for items in the warehouse;performs data entry of specific Goods Movements into SAP. Evaluates and makes recommendations of the storage capabilities of all supplies; performs daily housekeeping chores;maintain a neat and safe work environment; coordinates with supervisors in other branches to insure adequate minimum/maximum levels.   Must deal effectively and have the ability to work cooperatively with others.    

Responsible for accurate record keeping and inventory control on all materials.  Assists in inventory and inspections pertaining to the warehouse section.  
  



	classification: Materials and Stores Specialist
	appointee: VACANT
	dwr position number: 2510-1506-006
	sap personnel no: 
	sap position number: 50046181
	division: O&M/San Joaquin Field Division/Administration
	mcr: 1
	percent 2: 


10%



5%
	activity2: 
OTHER RESPONSIBLITIES

In charge of stocked memorandum spare parts and spare parts stored at an off-site warehouse.  In support of the Planner Scheduler and benchmarking function in the field division, will schedule and make deliveries to all plants and facilities.  

Operates material handling equipment including forklifts to perform the necessary movement of materials and supplies, and schedules maintenance and repairs to warehouse equipment, i.e., forklift, stake bed truck, etc. Rotates within three warehouses as needed to facilitate needs during absences and peak work loads.  Will be expected to operate electronic data processor, making appropriate entries when assigned.  Backup coverage for purchasing of materials and supplies in exceptional situations. This may require to drive a vehicle on public roadways. 

SPECIAL REQUIREMENTS

Strength to move up to 60 pounds; ability to bend, stoop, reach, climb stairs and ladders; ability to operate a forklift; ability and stamina for manual labor; must be able to operate computers.  Must have a valid California Driver's license as travel will be required.

Overtime may be required, based on work needs.

Must be able to operate computers and learn/know appropriate programs.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

	supervisor name: Johnnie Gomez
	employee name: 


